ZIMBABWE

SOLICITATION NUMBER: 19-03

'USAID

FROM THE AMERICAN PEOPLE

ISSUANCE DATE: May 3, 2019
CLOSING DATE/TIME: June 3, 2019

SUBJECT: Solicitation for an Acquisition and Assistance Assistant/Specialist,
Cooperating Country National Personal Service Contractor (CCN PSC).

(Local Compensation Plan)
Dear Prospective Offerors:

The United States Government, represented by the U.S. Agency for International Development
(USAID), is seeking offers from qualified persons to provide personal services under contract as
described in this solicitation. Applicants may qualify at one of the three levels of seniority ranked
on the local compensation plan scale of 9, 10 or 11. Applicants are expected to clearly indicate
the level to which they qualify.

Offers must be in accordance with Attachment 1, Sections I through V of this solicitation,
Incomplete or unsigned offers will not be considered. Offerors should retain copies of all offer
materials for their records.

This solicitation in no way obligates USAID to award a PSC contract, nor does it commit USAID
to pay any cost incurred in the preparation and submission of the offers.

Any questions must be directed in writing to the Point of Contact specified in the attached

information.
Sincerely,
Jason Bennett
Supervisory Executive Officer
2 Lorraine Drive, Bluffhill Tel: (+263) 86 7701 1000 USAID (DOS)
P.0. Box 6988 Internet: zZimbabwe.usaid.gov 2180 Harare Place

Harare, Zimbabwe Washington, D.C. 20521-2180



ATTACHMENT 1

GENERAL INFORMATION

SOLICITATION NO.: 19:03

ISSUANCE DATE: May 3, 2019,

CLOSING DATE/TIME FOR RECEIPT OF OFFERS:: June 3;,..2019_@ 1700 hous.

. 'POSITION TITLE: Acquisition and Assistarice Assistant/Specialist.

MARKET VALUE: The offered compensatlon for - this position. will be expérience

dependent, FSN-09 (340,944 - $59,374), FSN-10 (§46,435 - $67,325); FSN-11 (857,406 -

$83,236), In accordance with ATDAR Appendix J and the Local Conipensation Plan of the
US Government in Zimbabwe: Final compensation will be negotiated within the listed market
value,

PERIOD OF PERFORMANCE: Reginning o/a July 2019,

. PLACE OF PERFORMANCE: Harare.

SECURITY CERTIFICATION REQUIRED.

. STATEMENT OF DUTIES AND MINIMUM QUALIFICATIONS: Three levels Therein

descrlhed as Acquisition and Assistance A551stant {FSN-9), Acquisition and Assistance
Spe_c_:« alist (['SN-IO) and. Acqulsltlon and As istance Specrallst (FSN 1 1)

purchase orders, or conﬁacts 1equn mg th__ _
rangé of USAID A&A regulations and-pol jes.

deve[opmenta] clutles mclude

€ Pre—Aw'u d Duties— the Asmstant participates.in- meetmgs o1 A&A planmn g, collates data.

and_.-p_-rcl?@_r.c_s.:_and‘upﬂﬁi.a s traék_in'g’tdois*iﬁ arder fO'::mb;: or pending actions with-

approvals' y I;: v
before endorsmg them to 'lngher-level Spemahsts{@fﬁcers Sr’he pr epares s tic
documents-and works withi higher-Tevel Specialists/Officers to-ensure’ comphance with




‘memoranda, etc.), an

technical-offices. USAID, programs-arediv

FAR and ATDAR advertisement requirements, including publication of s'y_n_oﬁscs_.an_dl

salicitations; as preseribed. The Assistant works with higfer-level Specialists/Officers to
prepare Requests for Proposal and Requests for Application. The Assistant assists highet-
Tevel Specialists/Officers in pre-award-activities for competitive and-non-cot petitive

solicitatichs (i.e.-conducting cost-analysis; draft award docinnignts.and tiegotiation
ith pre-award surveéys of poteiitial Gontractors or recipients, in.
order to ensure eligibility prior to-an award being made, '

Post:Award Duties—the Assistant assists higher-level Specialists/Officers in-monitoring

‘performiance as requited by the terms and conditions oF the-award, through-feviews of

performance and reviews of financial reports, The Assistant manages the assigned
development portfolio, assuting that funding is. availdble' when required; and, under the-
guidarice of higher-level Specialists/Officers works with technical teams and

'CORSs/AORS to assure targets/milestones are set and met {or that remedial action is

taken), and that the overall goals of the activity are achieved. The Assistant works with.
higher-level Specialist/Officer and the technical team to process any necessary award
modifications, including those providing inctemental funding or otherwise charniging the.
terms and conditions-of active awards. As-assigned, the-Assistant conducts site visits-and.
attends meetings. The Assistant:provides guidance to technieal personnel; and.assists in
progratmmatic dutfes as required avoiding.conttactual/legal. improprieties, seeking
guidance from higher-level Specialists/Officers as required. The Assistant assists in-
researching and resolving issues that may arise during award performance, including
changes, work stoppages, disputes, implementation ‘problems, defaults, cost overruns;
unacceptable performance, and payment probléms.

putch riomics;.in
‘organization and management.

Prior Work Experience: Threeyears of progressively responsible experiencein
acquisition and-assistance, development assistanice, or a closely related field-is required.
One'yéar of this experience must have been gained working in an English-language
work environment.

Language Proficiency: Level IV (Fluent) English lariguage proficiency, both oral and
written.. OB O,
Acq_;tisitibjn--an_.d'-As‘s‘is_t’anee_.'_s'pe_-c'_ialis;_t:f(E_SNa_.zm)

Statement of duties o
The Specialist is responsible for providing A&A support for USAID/Zimbabwe's

yms are diverse:and multi-sectoral, The Specialist:
chnjcat-offices ini the design; procurement;and. .

providés A&A support

implementation phase. These activities are implemented through a variety of A&A

mechanisms, including but not fimited to competitive.or:sole der¢e-:pur'_chéis'é-"cir_d_érs“,-



a.

Edueation: Bachelor’sdegree:in accointing, law; business, finance, con
‘etonoimics; industrial management; marketing, g e met

Prior Work Experience:: Four yearsof progres sively responsible expi

cofitracts; grants, cooperative agreements, and Participating Agency Service Agreements
(PASA); requiring the Specialist to tie familiar with the full range of federal-and Agency
regulations and policies.

The Specialist isexpected to provide guidance and support for the technical teams in-the:
development of procurement plans; drafting statements of work and program.
desctiptions, justifications, and other supperting documentation; -and processing award
modifications, The: Specialist must be able to provide authoritative technical guidance to.
technical specialists/activity. managers; pertaining to their A& A-related responsibilities
-#nd procedures. Speeific duties. include: -

‘Pre-Award Duties —the Specialist assists techiiical teams-in the analysis of'annual

program:plans, récommends appropriate acquisition and assistance instrument to help
aclifeve prograni objectives; assists technical personnel in the preparation of required
descriptions of proposed activities, including statements of work and activity descriptions;
prepares pre-solicitation documents and clearances, including detérminations,
justifications, synopses, aiid-solicitations and, reviews GLAAS Requisitions (REQS) for
completeness-and clarity. The Specialist advises on the-effectiveness of evaluation criteria, -
and any. terms and conditions. In coordination-with Technical Evaluation Committee or
Selection Gompnittee, the Specialist evaluates.and analyzes cost proposals-and ensures-
compliance with evaluation critefia. The Specialist assists in the development of
independent goveriiment estimates, in conjunction with the Contracting/Agreemaent
Officer, technical personnel, and others; recommends the competitive range; negotiates
with potential awardees; documents negotiations in-writing: recommends the most

the CO/AQ: and, pre ares__-awgrd_.dc;)__c;ument_s-:th'at-'ac'c-urately reflect

award meohani

guidance to technical: personnel to it programmatic duties as required. The
Specialist assists the CO/AQ-with issues that may-arise-during per ce, including.

changes, wpr_k.;_s_,:t_:c';_fppa"ggs,g-dis_:put_es:,_ imp'lem'én__t'at'-ibr_i';p'ro'bljem_s'-,-._'d'_efatll_ts,. cost overruns, and
unaccepiable performance. '

The Specialist works closely with thie AOR/COR and Closeout Speeialist to facilitate the
closeout of contracts, grarits, and.cooperative agreements after completion ensurin; udits:
are‘canducted ina timely ‘mannér, and-Tesolving outstanding issues 1ot " '

Minimum qualifications for Acquisifioir and Assistance Specialist. (FST

f ; tative:methy
and management is réquired: (FAC:C)-Lievel L i accordarice with a formal individual

._deve'lop.mﬁn_ﬁ-p'l'an (IDP), is'required for. progression tothé ESN-10Jevel. -

acquisition and assistance; development assistance, or-a‘closely related field is required:




Language Proﬁclency Level TV (Fluent) Engllsh language profi iciency, both oral and
written, is'required. .

i) A;f_;qg:is__i_tj_iqn:-_:ii_‘tlflﬁ&sfstance.-?s;?e-'?fafist"_-'_(FSNf%l_-_j_z'-')_.-

grants, co erative. agt eements contracts, and ther t pes of instruments: and
adminiistration of existing aWarcls including preparing. aiendmenits in suppolt of the
Mission. The Spec1ahsl reviews-and accepts requisitions i the Global AcqulthIl and
Assistance System (GLAAS); reviews and recommends revisions of scopes of work
(SOW) and program descriptions (PD); drafts solicitations (Request for Apphcatlon
Request for Proposals, Request for Quotatlon) analyzes applications, proposals-or quotes
received;-performs cost and price analysis; recommends mclusron of* 1equ1red prowsxons
and clauses dlaﬁs award documents anc[ ratio i aof

| intdins award
_ I):system:and keeps all -
records up to date. The Spemahst ensures that Contracto: Performance Reports (CPRs)
are completed in the Contractor Performance Assessment Repoiting System (CPARS)
and-supports award closéouts, The Spemalist provides guidance related to award
modifications and is responsible for carrying out day-to-day activities without
supervision.




-degl ee: of i ud gment and analyms when decldm _among and between competmg and oﬁen

hkely remplen 's) i !mplementmg actmtles of snmla.r scope and.s:ze 'The Specmhst
ensures that offerors have adequate mariageiment, accounting, pelsonnei and procurernent
systems, and appropriate corporate leadership, resources, and quality coritrol systems to
satisfactorily carry out activities. The Specialist requests audit reports-or pre-award
surveys from the Financial Management Office and obtains clearance from. the
Department of Labor and/ot the Small Business: Administration, if required. The
'Spemallst performs complex cost: analys:s consxdel Mg ¢ econ0m1c CGI'ldIthﬂS, to

structules are con515ten1 Wi th Agency pohcy, and 1d_ _iﬁes clrcumstances that may
require a waiver, The Specialist coordinates issues of technical weakness .and excessive
cost with technical teams-prior 1o'commencement of riegotiation; and; clarifies and; as
necessary, mstructs the mem bels of the Technlcal Evaluanon Commlttee (TEC);’ Selectlon

tel mmatlon se‘rtiements




10.

The Specialist analyzes, and takes action to resolve audit findings, such as ineligible or
questioned costs; supports recommendations with detailed analysis of each cost category
or element as necessary; prepares necessary documents to resolve all aspects of audits,
questioned or ineligible costs, and accounting issues; and, presents documentation to the
CO/AQ for signature. The Specialist reviews completed contract files to determine that
all contractual actions are satisfied and that there are no pending administrative actions to
be resolved; ensures that all file documents are signed, that there are no litigation actions
pending, and that the award is complete in every respect and ready to be closed. The
Specialist ensures that contracts nearing annual anniversaries or final completion have a
completed performance report from the Contracting Officer’s Representative and submits
reports to the Contractor for comment.

The Specialist provides guidance and mentoring to junior-level staff, on basic principles
of USG and USAID acquisition and assistance policy and procedures, general A&A
management, procurement policy direction, new/changed procurement policies, etc., as
required.

As required, the Specialist may be called upon to provide information and advice to the
CO/AO and/or his/her designee on critical procurement issues, or on the effect of new or
revised USG, USAID, or host-country requirements. The Specialist attends key Mission
meetings on behalf of the Office, as assigned.

Minimum qualifications for Acquisition and Assistance Specialist (FSN-11)
Education: Bachelor’s degree in accounting, law, business, finance, contracts,
purchasing, economics, industrial management, marketing, quantitative methods, and/or
organization and management is required. (FAC-C) Level II, in accordance with a formal
individual development plan (IDP), is required for progression to the FSN-11 level

Prior Work Experience: Five years of progressively responsible work in acquisition
and assistance is required.

Language Proficiency: Level IV (Fluent) English language proficiency, both oral and
written, is required.

AREA OF CONSIDERATION: All Zimbabwean citizens or legal Zimbabwean permanent
residents, with the required visa/permit to work and live in the country (proof of paperwork
will need to be provided).

11. PHYSICAL DEMANDS

The work requested does not involve undue physical demands.




II.

118

EVALUATION AND SELECTION FACTORS

Offerors who meet the basic qualifications will be invited for an oral interview and a written
examination. Offerors will be rated and ranked according to the following job-related
criteria.

Evaluation Criteria:
Education and work experience

d.

Qualifications for Acquisition and Assistance Assistant FSN 9 - 0 points

b. Qualifications for Acquisition and Assistance Specialist FSN 10 - 10 points

C.

Qualifications for Acquisition and Assistance Specialist FSN 11- 20 points

Job Knowledge: (20 points)

a.

Knowledge of public and/or private-sector business processes, or the ability to quickly
gain such knowledge, is required. An understanding of US Federal and USAID
Acquisition Regulations, and/or knowledge and understanding of how to execute and
administer a complex A&A portfolio, and/or the ability to quickly gain such
understanding, is required. Knowledge of US Federal and USAID Acquisition Regulations

Skills and Abilities: (30points)

a.

The ability to learn quickly, develop plans based on deadlines, manage time effectively,
and be proactive in learning about A&A laws, regulations and policies, as well as Agency
programs, is required. The Assistant should also possess the ability to work as part of a
team in USAID. Experience in Microsoft Office is required. Good analytical, negotiating,
along with strong proofreading skills and attention to detail, are required. The ability to
work calmly, tactfully, and effectively under pressure is essential. The ability to plan and
administer A&A activities, and provide adequate A&A support for agency programs and
projects in a timely manner is required. The ability to apply governing regulations,
procedures, and policies to assigned A&A programs is required. The Specialist should
have the ability to deal effectively with high-level representatives of the US and Host
Country business community, and with colleagues in the Mission.

Total possible points
a. Acquisition and Assistance Assistant (FSN 9) - 50 points
b. Acquisition and Assistance Specialist (FSN 10) - 60 points

C.

Acquisition and Assistance Specialist (FSN 11) - 70 points

PRESENTING AN OFFER

1. The application package should be submitted via email to zimrecruit/@usaid.gov to the attention
of the Human Resources Office and must include:
a. An application letter, detailing how the applicant meets the above minimum qualifications

b.

c.

and selection criteria. Please type in the letter your response to each item, e.g. Education,
and state how you meet the targeted minimum qualifications. Failure to do this will result
in you not being shortlisted.

A current resume relevant to the position (no more than 2 pages).Any other documentation
that addresses the qualification requirements of the position listed above.

Please note: Applications should not be more than 1mb in size.

2. Offers must be received by the closing date and time specified in Section I, item 3, and
submitted to the Point of Contact in Section I, item 11.
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IVv.

To ensure consideration of offers for the intended position, Offerors must prominently
reference the Solicitation number 19-03 Acquisition and Assistance Assistant/Specialist
(Office of Acquisition and Assistance) in the subject line of the application e-mail and in the
subject line of your application letter in the offer submission.

Selection Process: After an initial application screening, the best qualified applicants will be
invited to a testing process, which includes a written exercise and oral interviews and reference

checks.

A conditional letter offer will be extended pending medical and security clearances.

Applicants who fail to follow all the application requirements stated above will not be
short listed.

LIST OF REQUIRED FORMS FOR PSC HIRES

Once the (CO) informs the successful Offeror about being selected for a contract award, the CO
will provide the successful Offeror instructions about how to complete and submit the following
forms.

R~

V.

Medical History and Examination Form (Department of State Forms)
Questionnaire for Sensitive Positions for National Security (SF-86), or
Questionnaire for Non-Sensitive Positions (SF-83)

Finger Print Card (FD-258)

BENEFITS/ALLOWANCES

Benefits and allowances will be communicated to the successful candidate.

VI

USAID REGULATIONS, POLICIES AND CONTRACT CLAUSES PERTAINING TO
PSCs

USAID regulations and policies governing CCN/TCN PSC awards are available at these sources:

1.

USAID Acquisition Regulation (AIDAR), Appendix J, “Direct USAID Contracts With a
Cooperating Country National and with a Third Country National for Personal Services
Abroad,” including contract clause “General Provisions,” available at

Contract Cover Page form AID 309-1 available at https://www.usaid.gov/forms

Acquisition & Assistance Policy Directives/Contract Information Bulletins (AAPDs/CIBs)
for Personal Services Contracts with Individuals available at http://www.usaid.gov/work-
usaid/aapds-cibs

Ethical Conduct. By the acceptance of a USAID personal services contract as an individual,
the contractor will be acknowledging receipt of the “Standards of Ethical Conduct for
Employees of the Executive Branch,” available from the U.S. Office of Government Ethics,
in accordance with General Provision 2 and 5 CFR 2635. See
https://www.oge.gov/web/oge.nsf/OGE%20Regulations




